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File is arranged: alphabetically by Department.
[ 8. Monthly Reference Rate How often are records referred to which are:
One to six monthsold . ____; Seven to twelve months old ; Thirteen to twenty-four monthsold o ___;

e - P

APPLICATION FOR RECORDS RETENTION SCHEDULE pOFFICE OF THE SECRETARY OF STATE

RECORDS MANAGEMENT DlVISlON

INSTRUCTIONS See Pubhcatnf:m No. 76—‘!M—1 for instructions on completing this form. Forward sugnqd original to
Department of Archives and Hlstory, Recotds Management Dw:suon 330 Capitol Avenue, Atlanta, Georgua 30334,

Attentlon Scheduling Section. K . f
FOR AGENCY USE 1. Agency Address o FOR RECOADS MANAGEMENT USE
Application Date Office of Planning and Budget Application Number
| Facilities Management Division : 8@__ ?_ 2. \
 Application Number Room 613-U _ Date Received Date Completed
: 270 Washington Street, SW JAN 28y
e Atlanta, Georgia 30334 _' — 980 I FEB 13 1280 _
2 Person to Contact Working Title ' " Telephone Number
_Fred Branch 7 Director 656-3891 L
3. Action Requested S T
a. @ Estapnsn Retention Schedule.tecord will continue to accumulate.
b. [J Disposs of present accumulat:on no further accumulation anticipated.
| ¢ [ AmendApplicationNo, ... —...... Check One: {1 Change; O Supercede; [l Void ]
4. Dates of Series 6. Records Series Title (followsd by title used in office; if different)
Earliest Latest
1975 ‘ to date INDIVIDUAL CAPITAL PROJECT FILE '
6. Division and Office Function What is the function of the Division and the Office in which this record series is created? ]

The Facilities Management Division advises the Governor and State agencies on technical
aspects of the management, operation and maintenance of State facilities; assists in
establishing program, site and construction criteria for major capital outlay projects;
advises state agencies on the architectural and engineering considerations involved in
renovating and allocating space in: existing facilities; and performs programmatic review
of major capital outlay projects.

| 7. Record Senes Description This file contains the follbwmg documents (inc.’ude form numbers and titles, if any):
Attach samples of the file,

Documents relating to: reviewing and approving architectural plans for capital improvements
on State and local government property.

included are: original State Department Architectural Program; Facilities Management
Division comments and memo's with concderned Department; the State
Departments' revised Architectural Program; analyses and correspondence
leading to approval of preliminary design and final contract documents.

?
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twenty-five months and older

9, Aﬁﬂﬁﬁ?ﬁmmulaﬁon‘ of Rerords

Letter-size drawers .. ; Legal-size drawers yShelves . ..__; Other {specify} —

AR—-50—71. Rev. 76 (Over)




YES N_o' {10 Questlonnalre _ (P (Place an “X" in the grogr column)

. Is this the official copy of the series? !

X ___‘lf not, where is it? __ __ e _ - e e
x b. Does the series contain ?onfldentlal mformatnon requiring secunty handhng? If yes cite Iaw or regulatlon A
. [ x | e Is thtsavital recoed? ¢ . ,ga,n_,_ .
x ] d _Does this series have hlstoncai or Iong term research value? : /

| bx | f s the information contained in this se_agsg_emubltsne@ jjlgmnach_cggg, e

S

e. When one or two documents in the file make it necessary to keep the entire fne for a Iong period, could these
_x 1 __ _documents be scheduled separatelv? S

——rr— e - - - = = e e

— = e e e

-is the information contained in this series ever analyzed and/or recorded in a summar:zed report?
x 1 ,Ifwvgs,jmchmnz__u_;

. Is there a duplication of this senes in your office, or in another offlce or agency? ]

Lxl 1 _Ifves where? R SR e e N
X 1 i ds thm;enes(cmmamaomf& regmmqmmm? — N . .

X i. . Does the record series result in a.comouter printout? __ N e e e e+t e

11 Retention Reqmrements The following requires the series to be kept

!

a. State Law e years. d. Audit period ——— e e Y@ATS,
b. Statute of limitation N ~years. e, Administrative need ,.___.w.,.gw,f__.years.
c. Federal law et e ____Y@arS. f. Federaj retention instructions : .years,

Attach copy or excerpt of laws or regulations. Explain administrative need.

1

——i

AR—B0—71; Rev, 76 T {(Revarss Side}

UV S

12. Aporoved Disposition Instructions  This agency recommends that the file series be cut orf at the end of each:
O Calendar Year; 01 Fiscal Year: [1 Other — e tRiEN,

[] Hold in the current filesarea ___. _month(s) ... ___vyear{s); then
O Transfer to local holding area, hold year(s); then

{3 Transfer to State Records Center: hold we__year(s); then

O Destroy.

O Transfer to State Archives for permanent retention.

X Other {Specify)

. Cut off file at end of 2 fiscal years follow1ng year of appropriation; then retire
to State Archives.

These instructions apply to all prior and future accumulations of the series.
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Recommendations in para- T
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{If disapproved, attach letter
of explanation.)
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